"o DEPARTMENT OF GENERAL SERVICES ‘ 147

FEV.T6/T8 . .. ... Recnrds Manegement Division :‘g‘
SUPERSEDES SCHEDULE 1088 1473
T PAGE
P RECORDS RETENTION AND D{SPOSAL SCHEDULE " 1ok
' STATE UNIVE2SITIES AND COLLEGES
FROSTBURG STATE COLLEGE - ADMISSTIONS
AGENCY Oivisiomn
ltem -
No. Description Retention
1. | Student Records - Freshmen Incompletes/Cancels

Students who have applied as entering freshmen and have
missing items necessary for admission, etc. SAT scores, | until all zudit requiremen
high school transcript. Eventually they are cancelled. | have been fulfilled; then

i destroy.

Retain for two years or

2. Student Records - Freshmen Admitted/Cancels

Students who have been accepted and nevar paid.advance Retain for

TWO years or
deposit. Eventually they are cancelled.

until all zudit requireme:
have been Zfulfilled; then
‘destroy.

3. Student Records - Freshmen Denials

Students who do not meet admission standards are

Retain for two years or
classifiied as denials.

until all zudit requireme
have been fulfilled;then

destroy.
4. Stucent Records - Transfer Incompletes/Cancels
Students who have applied for transfer admissions and Retain for two years or
have missing items necessary for admission, etc. until all zudit requireme
official tramscripts. Eventually they are cancelled. have been fulfilled; the:
destroy.
5. Student Records - Transfer Paid Deposit/Cancels
Students who are admitted and paid $100.00 acceptance Retain for two years or

fee. and never registered for class. Eventually they

until all audit requirem
are cancelled.

have been fulfilled; the
destroy.
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I 6. | Student Records - Transfer Admitted/Cancels ’
Student offered admission and never paid advance Retain for two years or until
deposit. Eventually they are cancelled. all audit requirements have
' ; been fulfilleq;then destroy.
) 7. | Student Records - Freshmen Paid Deposit/Cancels
Students who paid advance deposit and then never Retain for two years or until
registered for class. Eventually they are cancelled. all audit requirements have
been fulfilled; then destroy.
8. | Student Records - Transfer Denials
Student s who do not meet admission standards are Retain for two vears or until
classified as denials. 2ll audit regquirements have
been fulfilled, then destroy.
9. | Student Records - Part-Time /Cancels
Student folders on non-matriculated part-time students. | Retain for two years or unti.
. Inactive folders are eventually cancelled. all audit requirements have
been fulfilled,; then destroy
10. | Student Records - Special Students/Cancels
Folders on students-who have Bachelor Degrees or are Retain for two years or_unti
enrolled for only a few courses and are not seeking a |all audit requirements have
degree. Inactive folders are eventually cancelled. been fulfilled, then destroy
. }11. | Student Records - Re-entries/Cancels Retain for two years or unt:
Folders on students who have previously attended FSU all audit requirements have
and come back to finish college education. Inactive been fulfilled; then destro
folders are eventually cancelled. ‘
12. {Student Records - Graduate Students/Cancels

Inactive folders are eventually cancelled.

Folders on students who attend FSU for graduate credits.
been fulfilled; then destro

Retain for two years or unt
all audit requirements have

Fig. 8a




{STRUCTIGNS - - TYPE OR PRINT A
SEPFRATE FORM FOR EACH NEW OR
REVISED RECORD SERIES, FORWARD
¥ITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO RQAD
P.O., BQX 278

AGENCY RECORDS INVENTURY

(DGS 350-1) JESSUP, MARYLAND 20794 pacz 1 or 12
tmp\m 2. DIVISICN 3. wNIT
ERSITY OF *MARYLAND SYSTEM FROSTBURG STATE UNIVERSITY| Admissions

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED

4. RECORD SERIES TITLE

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSEN

.

Admissions Records for Cancelled Freshmen Who Applied

AND USED AB A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR

1989 _ ro 1990

6. RECORD SERIES DESCRIPTION |(

4N THE SERIES.

BRIKFLY DEKSCRIBKE THE TYPES OF IN'OMTION/DOCMT!/POM FOUND
INCLUDKE THME PURPOSE OR FUNCTION OF THK SEF1ES )

All freshmen folders who were cancelled after applying or because of being incompiete.

7. RECORD SERIES FORMAT(S)
X LETTER S1ZE D MICROFILM
O LEGAL SI1ZE O COMPUTER TAPE
BOOK O FLOPPY DISK
AUDIO TAPE O VIDEO TAFE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
XL ALPHABETICAL
O NUMERICAL .
0 CHRONOLOGICAL
O GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

XX FILE DRAWER(S)
O MICROFILM REEL(S)

1/2 O COMPUTER TAFE(S)
""’""' O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

XX FILE DRAWER(S)

1/2 O MICROFILM REEL(S)
r:m‘{rzwﬂ COMPUTER TAPE(S)

O OTHER(SPECIFYY

i 11. pe 15 UsED 12. FILE BECOMES INACTIVE AFTER

' Xpairy O WEEKLY O MONTHLY O MoNTH(S) X vyean(s)

5 RUREEN

© 13. CURRENT LOCATICN(S) (BLDG.,FLOCR,ROCM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

t

Room 228, Hitchins (Admissions)

tir ves

o ves XB

SPECIFY saENCY OR OPFicE)
NO ’

185, ACCESS RESTRICTIONS

O YES
{1r ym8, ci1Tx 1AW(s]) & rxauLATiON(S]

NO 18.

AUDIT REQUIREMENTS

O NonE }i(s-m-n: O FEDERAL O INDEPENDENT

17.

Eyes 2 No

On Vax computer.

1S AN INDEX SYSTEM USED? (f{rFr YES.E:PLAIN
BRIEFLY AND DIIC_RIII ANY HARDIARE/BOFT'ARI)

destroy.

18. RECOMMENDED RETENTION

Retain for 2 years or until all audit
requirements have been fulfilled; then

1

]

A

-.umz-: AND TITLE OF PREPARER
Rhonda DiUbaldo, Off.Sup.II

20. TELEPHONE NUMEER

301-689-4305

21. DATE

10/6/92

DGS 330-4 (REVISED 2/87)

f‘ic_x. 7




LHISTRUSTIGNS - -TYPE OR PRINT A
SEPRRATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
#1TH RECORDS RETENTION SCHEDULE
(DGS 850-1) .

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

. 7278 WATERLOO RQAD
P.O. BOX 273
JESSUP, MARYLAND 20794

PAGE __ 2 or 12

ARTMENT / AGENCY
TIVERSITY OF *MARYLAND SYSTEM

2. DlVIisSion

FROSTBURG STATE UNIVERSITY|

3. UNIT
Admissions

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY PFILED

4. RECORD SERIES TXTLE

REFERENCE KI WAELL AS RIT'NTION AND DISPOS

Admissions Rec:ords for Cancelled Freshmen Who Were Admtted

AND USED AS A UNIT FOR
1TION PURFQSES

5. EARLIEST YEAR/LATEST YEAR
1989 1o 1990

advance deposit.

N FTHE SERIES.

6.. RECORD SERIES DESCRIPT]ON ‘IRIIPLY ‘DEBCRIRE THE TYPES OF INFORHATlON/DOCUHENT!/PORH! POUND
INCLUDK TN‘ PURPOSE OR FUNCTION OF THK I!P188)

All freshmen folders who were cancelled after being admitted or because of not paymg the

7. RECORD SERIES FORMAT(S)

X LETTER S1ZE O MICROFILM

O LEGAL SI1ZE 0O COMFUTER TAPE
BOUND BOOK 0O FLOPPY DISK
AUDIO TAPE O VIDEO TAPE

O OTHER({SPECIFY)

8. RECORD SERIES SEQUENCE
X aALPHAEETICAL
O NUMERICAL
D CHRONOLOGICAL
0 GEOGRAPHICAL
O OTHER(SPECIFY)

9. VOLUME

XX FILE DRAWER(S)
O MICROFILM REEL(S)
8 COMPUTER TAPE(S)
O OTHER(SPECIFY)

1/2

MNUMBE

10. ANNUAL ACCUMULAT ION -

X% riLE DRAWER(S)

1/2 O MICROFILM REEL(S)
nr,n‘-za-ﬂ COMPUTER TAPE(S)

O omER(SPECIEY Y

Room 228, Hitchins (Admissions)

t1r ves

1 11. pie 1S usED 12. FILE BECOMES INACTIVE AFTER
XKpairy 0 wEEKLY O MONTHLY 2 O MoNTH(S) X yEAr(s)
: 1515120219,
r :
; 13. CURRENT LOCATION(S) (ELDG.,FLOOR,ROGM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

SPECIFY L.GENCY OR O'PCCE)
0 vyes X5 no

15. ACCESS RESTRICTIONS

o yes Xno
(ir yma, ci17tx taw({s] & rEauLATION(S])

16. AUDIT REQUIREMENTS

O Nnone XX STATE O FEDERAL 0O [NDEPENDENT

XMyes DO no
On Vax computer.

17. 1S AN INDEX SYSTEM USED?T {IP yxs.K:PLAIN
BRIKFLY AND DESCRIBE ANY NARDIARE/IOPT'AR!'

18.

destroy.

RECOMMENDED RETENT ION

Retain for 2 years or until all audit
requirements have been fulfilled; then

'Qmmnmcr’mm

Rhonda DiUbaldo, Off.Sup.II

20. TELEPHONE NUMBER

301-689-4305

21. DATE )

10/6/92

DGS 550-4 {REVISED 2/87)

i F"ic:. 7




(n

JISTRYCTIQNS - -TYPE OR PRINT A

PEFARTMENT OF GENERAL Sa#'y i/Iits ; Y GEUORYS LHYER !
SEPARATE FORM FOR EACH NEW OR | "~ RECORDS MANAGEMENT D1VI5 10O : Az LURDY YL !
REVISED RECORD SERIES. FORWARD 7278 WATERLCO ROAD T
¥WITH RECORDS RETENTION SCHEDULE P.O. BaX 273 3

: PAGE orl2
{DGS 380-1) JESSUP, MARYLAND 20794
DEFARTMENT / AGENCY 2. plvision 3. T
UNIVERSITY OF MARYLAND SYSTEM FROSTBURG STATE UNIVERSITY{ Admissions

" DEFINITION-RECORD SERIES-

A OROUP OF RKLATED RECORDS NORMALLY FILED AND USKD AS A UNIT FOR
RKFERENCK AS WELL AS RETENTION ANO DISPOSITION PURPOSES

4. RECORD SERIES TITLE
+  Admissions Records for :Denied Freshmen

5. EARLIEST YEAR/LATEST YEAR
3989 1o 1990

6. RECORD SERIES DESCRIPTION |(
: tN FHE SERIES.

as denials.’

BRIKFLY DESCRIEX THE TYPES OF INFOMTION/DOCMTB/NM FOUMD

All freshmen folders of students who did not meet admissions standards and are classified

INCLUDE THE PURPOSE OR FUNCTION OF THK SEFIES )

7. RECORD SERIES FORMAT(S5) 8.

X LETTER S1ZE O MICROFILM

0 LeGAL, S1ZE 0O COMFUTER TAPE

‘Usoumaoox

0O AUDIO TAPE

O FLOPPY DISK
O VIDEC TAPE

O OTHER(SPECIFY)

RECORD SERIES SEQUENCE
XX aALPHAEETICAL
O NUMERICAL
O CHRONOLOGICAL
O GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

XX FILE DRAWER(S)

O MICROFILM REEL(S)
2 1/2 o comPUTER TAPE(S)
NUMBER O oTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
X FILE DRAWER(S)

O MICROFILM REEL(S)

21/
m{%ﬁ‘ﬂ COMPUTER TAPE(S)

O omER(SPECIEYY

al

{ir yE8, ci1Tk LAW({S) & rREguLATION(S])

| #1. piLe 1s useD 12. FILE BECOMES INACTIVE AFTER
' X paiLy O wEEKLY O MONTHLY O MCNTH(S) X year(s)
— RUREEN
» 13, CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) f4. 15 RECORD SERIES DUPLICATED ELSEWHERE?
Room 228, Hitchins (Admissions) ti1» ves, sreciryY saENcy or orrice)
. ) o ves X& no
15. ACCESS RESTRICTIONS O yes XA NO 16. AUDIT REQUIREMENTS

0 nonE BXSTATE O FEDERAL O INDEPENDENY

17. IS AN INDEX SYSTEM USED? (1r YRS.E}PLAIN

X0 yes O No
On Vax computer.

BRIKPLY AND DESCRINE ANY HARDIAR&/ BOFTWARE }

18. RECOMMENDED RETENT ION

Retain for 2 years or until all audit
requirements have been fulfilled; then
destroy.

19. NAME AND TITLE OF PREPARER

~Rhonda DiUbaldo, Off.Sup.II

20.

TELEPHONE NUMEER
301-689-4305

21. DATE

10/6/92

DGS 3550-4 (REVISED 2/87)

T T i e teien ¢ e me - A




INSTRUCTIGNS - -TYPE OR PRINT A

REVISED RECORD SERIES.

SEPARATE FORM FOR EACH NEW OR
FORWARD
¥ITH RECORDS RETENTION SCHEDULE
{DGS 880-1)

[
EPR Nl i

DEFARTMENT OF GENERAL &L i/ (+
RECORDS MANAGEMENT DIV i&1Cx

AR

RECORDS

[HYES it/

7278 WATERLOO 0AD
P.O. BQOX 275
JESSUP, MARYLAND 20794

Pace _4

orl2

i

. DEPARTDENT/AGEMY
UNIVERSITY OF MARYLAND SYSTEN

2. pDIvision
FROSTBURG STATE UNIVERSITY]

uNiT
Admissions

A GROUP OF REKLATED RECORDS NORMALLY FILED AND USKD AS A UNIT FOR

" DEFINITION-RECORD SERIES-

REFERENCE AS WELL AS RETENTION AND D)SPOS

4, RECORD ERIES TITLE

Admissions Records for Cancelled Transfers who Applled

1TION FPURPOIESR

5. EARLIEST YEAR/LATEST YEAR
1989:- 1o 1990

6. RECORD SERIES DESCRIPTlm (l
N

BRIEZFLY DESBCRIBRE THE TYPES OF INFOMTION/DOCMTI/NM FOUND
INCLUDK THE PURPOSE QR PUNCTION OF THK l!"!']

A1l transfer folders who were cancelled after applying or because of belng 1ncomplete.

THE SERIES.

7. RECORD SERIES FORMAT(S)

X LeTTER S1ZE O MICROFILM

O LEGAL S1ZE U COMPUTER TAPE
O BounND BooK O FLOPPY DISK
0 AUDIO TAPE O VIDEO TAPE

0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
X arHAEETICAL
0 NUMERICAL

O CHRONOLOGICAL,

VOLUME

4

NUMBE

XX FILE DRAWER(S)
U MICROFILM REEL(S)
D COMPUTER TAPE(S)
O OTHER(SPECIFY)

O GEOGRAPHICAL

O OTHER(SPECIFY]

RUNSER O COMPUTER TAPE(S)

ANNUAL ACCLMULAT JON

1/4

XX FiLe DRAWER(S }
Q MICROFILM REEL(S)

O oTMER(SPECIFEY)

P11 piLe 15 usED 12. FILE BECOMES INACTIVE AFTER
f XX paiLy O ¥EEKLY O MONTHLY 2 O MONTH(S) X year(S5)
= .
! 13. CURRENT LOCATION(S)} (BLDG.,FLOCR,ROGM) 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?
Room 228, Hitchins (Admissions) t1r vyes, sreciry saency or orrice)
0 yes XB no
15. ACCESS RESTRICTIONS O yEs XM no 16. AUDIT REQUIREMENTS
{17 vyEs, ci17vx taw(s] & rEauLATION(S] )
‘ 0 none EXSTATE O FEDERAL O INDEPENDENT
17. 15 AN INDEX SYSTEM USED? ey .
{1r ves,mrPLaIn 18. RECOMMENDED Re:'xmlou P
" BRIKFLY AND DEKSCRIBE ANY HARDWARE/SOFTWARK) ;
. Retain for 2’ years or unt11 all audit
XV yes O NoO requlrements have been fulfllled then
On Vax computer. destroy. : : ,
;
i N + 1

‘l!. NAME AND TITLE OF PREPARER

Rhonda DiUbaldo, Off.Sup.IT

20. TELEPHONE NUMEER

301-689-4305

21.

DATE

10/6/92

DGS 3350-4 (REVISED 2/87)

| Fig. 7




IHSTRUCTIGNS - - TYPE OR PRINT A DEFARTMENT OF GENERAL SEFIVIZSES | . ... . CURBROT LR T ;
SEPFRATE FORM FOR EACH NEW OR |~ RECORDS MANAGEMENT nivisios | (e 1 dsiiliRin LVt
REVISED RECORD SERIES, FORWARD 7275 WATERLOQ RUAL | T ;
¥ITH RECORDS RETENTION SCHEDULE P.O. BOX 278 5 i
PAGE orl2
DGS 350-1) JESSUP, MARYLAND 20794
. DEFARTMENT /AGENCY 2. plvision 3. WNIT
UNIVERSITY OF MARYLAND SYSTEM FROSTBURG STATE UNIVERSITY] Admissions

- DEFINITION -RECORD SERIES.A GROUP OF REKLATED RECORDS NOMRMALLY FILED AND USED AS A UNIT FOR

REFERENCK AS WELL AS RETENTION AND DISPOBSITION PURPOSESR

4. RECORD SERIES TITLE ._ 5. EARLIEST YEAR/LATEST YEAR
«  Admissions Records for Cancelled. Transfers who-Paid Adv.Deposit 1289 1o 1990

BRIKFLY DEBCRIAK THE TYPES OF INFOMTION/DOCMTB/FOM FOUND

6. RECORD SERIES DESCRIPTION |
- ‘tN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THK SEFIES)

A1l transfer folders who were cancelled after paying adv.dep.or because of not enroiling.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES S5EQUENCE 9. VOLUME
X LETTER S1ZE O MICROFILM XX aLPHABETICAL XX FILE DRAWER(S)
. O MICROFILM REEL(S)
0O LEGAL S1ZE O COMFUTER TAFPE 0 NUMERICAL 1/4 O COMPUTER TAPE(S)
NUMME
‘0 BOUND POOK O FLOPPY DISK O CHRONOLOGICAL ~ U OTHER(SPECIFY)
0 AUDIO TAPE 0O VIDEO TAPE O GEOGRAPHICAL

10. ANNUAL ACCUMULAT ION
O OTHER(SPECIFY) , O OTHER(SPECIFY) O FILE DRAWER(S)
1/4 © MICROFILM REEL(S]
RUNEER O COMPUTER TAPE(S)
0 OTHER(SPECIEY)

l11. piLe 15 UsED " 12. FiLE BECOMES INACTIVE AFTER

: 2 O MONTH(S X yeEar(s

2 X pasLy 0 wEEKLY O MONTHLY NUREEE {s) (8]

h .

! 13. CURRENT LOCATION(S] (BLDG.,FLOOR,ROOM] 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
Room 228, Hitchins (Admissions) tir yzs, sreciFy raexcy or orrice)

ﬂvzsxgno

15. ACCESS RESTRICTIONS g yes XH NO 16. AUDIT REQUIREMENTS

(1 yzs, ci17Tx Lawis) & rxguLATiION(S)
. O NonE IBXSTATE O FEDERAL 0O INDEPENDEF™

17. 15 AN INDEX SYSTEM USED? (1 YRS.E)2PLAIN

: 18. RECOMMENDED RETENT ION
BRIRKFLY AND DENCRIBE ANY HARDEARE/SBOFTWARE ) . ; . .
. o Retain for 2 years or until all audit

X0 YES g No - requirements have been fulfilled; ther
On Vax computer. destroy.
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
“Rhonda DiUbaldo, Off.Sup.II 301-689-4305 10/6/92

DGS 330-4 (REVISED 2/87) ;
- » _ ) Fig. 7

et s+ v apt v« \-



' O LEGAL SizE O COMPUTER TAPE

’ o0
ILSTRUSTIGNS - -TYPE OR PRINT A

DEFARTMENT OF GENERAL 5157 15

FREr i de . . E !
SEPARATE FORM FOR EACH NEW OR | 'RECORDS MANAGEMENT LIV 17 it PR NERURUN YRR R
REVISED RECORD SERIES, FORWARD 7275 WATERLOQ HOAD TheTm s T
WITH RECORDS RETENTION SCHEDULE P.O. BOX 278 pace 6 orl2
DGS 3580-1) JESSUP, MARYLAND 20794
. DEFARTMENT /AGENCY 2. DIVISION 3. WNIT
UNIVERSITY OF MARYLAND SYSTEM FROSTBURG STATE UNIVERSITY Admissions

" DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED AND USKD AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPFOSITION PURPOSES

-

4. RECORD SERIES TITLE

«  Admissions Records for Cancelled Transfers who were Admitted

-

5. EARLIEST YEAR/LATEST YEAR

1989 1o 1990

6. RECORD SERIES DESCRIPTION (

advance deposit.

‘IN FHE SERIES.

BRIKFILY DEKSCRIBEK THE TYPES OF INFOMTION/DOCWTSI'OM FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THK I!m!l)

All transfer folders who were cancelled after being admitted or because of not paying the

7. RECORD SERIES FORMAT(S)

X LETTER S1zE O MICROFILM

O BouND BOOK O FLOPPY DISK
0O AUDIO TAPE DO VIDEO TAFE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

XX ALPHAEETICAL
O NUMERICAL

O CHRONOCLOGICAL,

2. VOLLME

XX FILE DRAWER(S)
O MICROFILM REEL(S)

1/2 0o compuTER TAPE(S)
NUMBER 0 orHER(SPECIFY)

0 GEOGRAPHICAL

O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
D FILE DRAWER(S)
O MICROFILM REEL(S)

m%z/:%wﬂ COMPUTER TAPE(S)
. O orere{spPeECIFYY

b11. piLe 1s useD

XpalLy O sEEXLY

12.

O MONTHLY AUREEE

FILE BECOMES
O MONTH(S)

INACTIVE AFTER
X year(S)

—

! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROCGM)
Room 228, Hitchins (Admissions)

tir y&su
0 yes XB No

14, I8 R-ECORD SERIES DUPLICATED ELSEWHERE?
SPECIFY /.GENCY OR OFpFice]

15. ACCESS RESTRICTIONS B yEs X No 16. AUDIT REQUIREMENTS
{1r yEB, ci1Tx LAw(s] & rREauLATION{S]
. 0 none BXSTATE O FEDERAL O [NDEPENDENT
17. 15 AN INDEX SYSTEM USED1 E:
L1r vyas.opLan 18. RECOMMENDED RETENT ION

BRIKFLY AKD DESCRIBE ANY HARDRARE/BOFTWARE )

X0 yEs O NoO
On Vax computer.

destroy.

Retain for 2 years or until all audit
requirements have been fulfilled; then

19. NAME AND TITLE OF PREPARER
Rhonda DiUbaldo, Off.Sup.I1I

‘20,

TELEPHONE NUMEER
301-689-4305

21. DATE

10/6/92

DGS 330-4 (REVISED 2/87)

Fia. 7




. -
LHSTRUCTIGNS - - TYPE OR PRINT A
SEPF.RATE FORM FOR EACH NEW OR

.~ RECORDS MANAGEMENT DIivVimiv

DEFARTMENT OF GENERAL. Beimy (85

PP

Ui VRV IOy

REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD
¥IiTH RECORDS RETENTION SCHEDULE P.O. BQX 273 PAGE 7 or 12
{DGS 380-1) JESSUP, MARYLAND 20794
. DEFARTMENT /AGENCY 2. DIVISION 3. INIT
UNIVERSITY OF MARYLAND SYSTEM FROSTBURG STATE UNIVERSITY| Admissions

* DEFINITION-RRCORD SERIES-

A GROUP OF RELATED RECORDS NOMMALLY FILED AND USKD AS A UNIT FOR
REFERENCKE AS WELL AS RETENTION AND DISPOSITION PURPOAEN

[4. RECORD SERIES TITLE

+  Admissions Records for Cancelled Freshmen who -paid Adv.Deposit

5. EARLIEST YEAR/LATEST YEAR
1989 to 1990

6. RECORD SERIES DESCRIPTION {

4N FHE SERIJES.

BRIKFLY DEBSCRIBE THE TYPESB OF INFOMTION/DOCWTS/FOM FOUND
INCLUDE TME PURPOSBE OR FUNCTION OF THK IER‘!!I]

All freshmen folders who were cancelled after paying advance depbsit or because of not enrollir

AL

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
¥ LETTER S1zE O MICROFILM X aPrAEETICAL ¥X FILE DRAVER(S)
_ O MICROFILM REEL(S)
O LEGAL SI1ZE O COMFUTER TAPE O NUMERICAL 1/2 o coMPUTER TAPE(S)
NUMBER  oriep(sPECIFY
'D BOUND BOOK O FLOPPY DISK O CHRONOLOGICAL . HER( )
a o
O AUDIO TAPE VIDEO TAPE GEOGRAPH 1 CAL ro. ace T1on
O OTHER(SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S]
| 1/2 O MICROFILM REEL(S)
RUNSEE O COMPUTER TAPE(S)
O oTHER(SPECIFY)
P11, pig 1s useD 12. FILE BECOMES INACTIVE AFTER
' XpairL 0 wEERKLY O MONTHLY O MONTH(S) X yeAR(S)
: Y RURNEX

M
!

' 13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROOM)
Room 228, Hitchins (Admissions)

tir ves

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

SPECIFY 2GENCY OR OFrFice)
o yes X8 no

15. ACCESS RESTRICTIONS

O yEs X¥ No
(:r yZB, c1TK Lawls) & rEauLATIONS)

16,

AUDIT REQUIREMENTS

0 nonE BEXSTATE O FEDERAL O INDEPENDEN "

17.

X0 yes O wno
On Vax computer.

18 AN INDEX SYSTEM USED? {1r YES.IOPLAIN
BRIKFLY AKD DRSCRIRE ANY HARDWARE/SOFTWAREK ]

destroy.

18, RECOMMENDED iﬁn-:r'iﬁro;oiv’”:;l . X
Retain for 2 years or until all audit
requirement$ have been.fulfilled; ther

L Y

§ ‘ )
! '
H

‘ 1
H o
I
VT AN A r.::'..?:-l:'A:‘.:'\.:"'?1l.‘:] .

P

@

19. NAME AND TITLE OF PREPARER
Rhonda DiUbaldo, Off.Sup.II

20. . TELEPHONE NUMEER

301-689-4305

21. DATE
10/6/92

DGS 550-4 (REVISED 2/87)

Fig. 7




[

«
JUSTRUCTISNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

DEFARTMENT OF GENERAL S
RECORDS MANAGEMENT ©1v1

PRI

£

: T S B R TR R F PO TR I R PO
I Sl np D RV U

REVISED RECORD SERIES. FORWARD 7278 WATERLOO RGAD
¥I{TH RECORDS RETENTION SCHEDULE P.O. BQX 273 PAGE or 12
({DGS 580-1) JESSUP, MARYLAND 20794

DEFARTMENT /| AGENCY 2. Dlvision 3. UNIT

UNIVERSITY OF MARYLAND SYSTEN FROSTBURG STATE UNIVERSITY| Admissions

* DEFINITION-RECORD SERIES-

A GROUP OF RKILATED RECORDS NORMALLY FILED AMD USKD AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISFOSITION PURFPOOES

4. RECORD SERIES TITLE
v Admissions Records for Denied Transfers .

S . EARLIEST YEAR/LATEST YEAR
1989 o 1990

6. RECORD SERIES DESCRIPTION |
: 4N THE SERIES.

denjals.

BRIKFLY DKBCRIBK THE TYPES OF lNFOMTIOKIDOCMTS/'OM FOUND

All transfer folders of students who did not meet admissions standards and are classified as

INCLUDK THK PFURPOSE OR FUNCTION OF THK SEFIES)

7. RECORD SERIES FORMAT(S) 8.
X LETTER S12= O MICROFILM

0O LEGAL sS1ZE O COMFUTER TAPE 0O NUMERICAL

‘D BOUND BOOK 0O FLOPPY DISK
O AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

RECORD SERIES SEQUENCE 9.

X ALPHABETICAL

0O CHRONOL.OGICAL
0 GEOGRAPHICAL

O OTHER({SPECIFY)

VOLUME

XX FILE DRAWER(S)

0 MICROFILM REEL(S)

0 COMPUTER TAPE(S)
" O OTHER(SPECIFY)

1/4

NUMBE

ANNUAL ACCUMULAT 1 ON

O FILE DRAWER(S)

O MICROFILM REEL(S)
O COMPUTER TAPE(S)

0.

1/4

O oTHER(SPECIEY) |

I 11. piLe 15 usED

Xpalry U wEEKLY O MONTHLY

a.

12. piLE BECOMES INACTIVE AFTER

O MONTH{S) Hmn(s)

'

p—
' 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

1
Room 228, Hitchins (Admissions)

14. 18 RECORD SERIES DUPLICATED ELSEWHERE?

('l' YS SPECIFY /.GENCY OR OFVCCE)
o yes XB no

15. ACCESS RESTRICTIONS 0 yes XH nO
(tr yes, ci1Tx Law(s] & rEauLaTION(S)

16. AUDIT REQUIREMENTS

O none KXSTATE O FEDERAL 0O INDEPENDENT

17. 15 AN INDEX SYSTEM USEDT (tr yR8.XZ)PLAIN

BRIKFLY AND DESCRIBE ANY HARDWARE/ SOFTWARK)

o X0 yes O No
On Vax computer.

RECOMMENDED RETENT JON

Retain for 2 years or until all audit
requirements have been fulfilled; then
-destroy.

'.lﬂ. NAME AND TITLE OF PREPARER 290.

Rhonda DiUbaldo, Off.Sup.IX

TELEPHONE NUMEER
301-689-4305

21. DATE

10/6/92 :

DGS 5350-4 {REVISED 2/87)
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. < -
JHSTRUCTIQS - -TYPE OR PRINT A
SEPfRATE FORM FOR EACH NEW OR
REVISED RECORD SERIES, FORWARD
¥ITH RECORDS RETENTION SCHEDULE
(DGS 380-1)

DEFARTMENT OF GENERAZ. Hi ivi-1es |
1 RECORDS MANAGEMENT OV i5 it
72785 WATERLCO
P.O. BOX 278
JESSUP, MARYLAND 20794

GamptY RRCDRS INYEMTORY

HRAD
PAGE _9  orl2

. DEFARTMENT [AGENCY 2. blvision

UNIVERSITY OF MARYLAND SYSTEM

FROSTBURG STATE UNIVERSITY

3. UNIT
Admissions

" DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NOMMALLY FILED AND USKD AR A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURFORFE

4. RECORD SERIES TITLE

v Admissions Records for Inactive/Cancelled Part-time Students

5. EARLIEST YEAR/LATEST YEAR
1989 to 1990

6. RECORD SERIES DESCRIPTION |
: ‘N THE SERIES.

being inactive.

BRIKFLY DEKECRIEK THE TYPES OF INFOMTIOK/QOCWTS/NM FrOUND

All student folders who were cancelled non-matriculated part-time students or because of

INCLUDKE THE PURPOSE OR FUNCTION OF THK SEFRIES]

7. RECORD SERIES FORMAT(S) 8.

X LETTER S1ZE O MICROFILM

O LEGAL SiZE O COMFUTER TAPE O NUMERICAL
. 0O BOUND BOOK 0O FLOPPY DISK
O Auplo TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

RECORD SERIES SEQUENCE 9.

XX AtPHABETICAL

0 CHRONOLOGICAL,
0 GEOGRAPHICAL

O OTHER(SPECIFY)

VOLUME

X FILE DRAWER(S)
O MICROFILM REEL(S)

__1[_4* O COMPUTER TAPE(S)

NUMBER O oTHER(SPECIFY)

10. ANNUAL ACCUMULAT 1ON
O FILE DRAYER(S])
1/4 . O MICROFILM REEL(S)
KRUUEFPR O COMPUTER TAPE(S)

O OTHER(SPECIEY)

b 31. pie 1s useD

Xpairy 0 wEEKLY O MONTHLY

b

12. FILE BECOMES INACTIVE AFTER

o X
MONTH(S ) YEAR(S)

I

—
* 13, CURRENT LOCATION(S) (BLDG, ,FLOOR,ROOM)

1
Room 228, Hitchins (Admissions)

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

t1r vyrs, sPrECIFY 2a8ENCY OR OFFiIcCE)
0 ves X8 no

BREIEFLY AKD DESCRIRE ANY HARDWARE/ SOFTWARKE)

X0 yEs O nNo
On Vax computer.

15. ACCESS RESTRICTIONS O yes XA nNo 16. AUDIT REQUIREMENTS
(1" ymB, c1Tx LAN(8) & reauLATION|S)
. 0 none KXsTATE O FEDERAL D INDEPENDE
17, 15 AN INDEX SYSTEM USED?T (1r YES.KE»PLAIN

RECOMMENDED RETENT ION

Retain for 2 years or until all audit
requirements have been fulfilled; ther
destroy.

18.

19. NAME AND TITLE OF PREPARER
Rhonda DiUbaldo, Off.Sup.II

20,

TELEPHONE NUMEER
301-689-4305

'21. DATE

10/6/92 L

DGS 330-4 (REVISED 2/87)




.
JUSTRUCTIONS - -TYPE OR PRINT A
SEPF.RATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
¥WITH RECORDS RETENTION SCHEDULE
(DGS 380-1)

RECORDS MANAGEMEMT ©7%/;31
T 7278 WATERLOG SGAD
P.O. BOX 273

DEFARTMENT OF GENERMAi, BESY 172495 |

JESSUP, MARYLAND 207984

PAGE _10 orl2

DEFARTMENT | AGENCY

UNLVERSITY OF JMARYLAND SYSTEN

2. Dlvision

{ FROSTBURG STATE UNIVERSITY] Admissions

3. WNIT

- DEFINITION-RECORD SER!ES-A GROUP OF RELATED REKCORDS NORMALLY FILED AND USKD AS A UNIT PFOR

.

4. RECORD SERIES TITLE

ALFERENCE AS WELL AS RETENTION AND nvmwm_

.

+ Admissions Records for Inactive/Cancelled Special Students 1389 _ o 1390

5. EARLIEST YEAR/LATEST YEAR

All student folders wlélre cancelled s
pursuing a degree or because of being inactive.

: TYP (-} ORMATION/DOC 8 /70
6. RECORD SERIES DESCRIHIW (IRIIPLY DESCRIBE THE 8 OF INF TION/ UMENT , RMB FOUMD

THE SERI ES. . JINCLUDK

pecial students taking non-degree courses and were-not

THE PURPOSE OR FUNCTION OF THK SEFIES]

7. RECORD SERIES FORMAT|S)
X 1LETTER S1ZE D MICROFILM

0 LEGAL SIZE 0 COMFUTER TAPE

BOUND BOOK O FLOPPY DISK
AUDIO TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEGLENCE
XX ALPHABETICAL
O NUMERICAL
0 CHRONOLOGICAL,
O GEOGCRAPHICAL

O OTHER(SPECIFY)

9. VOLLME

X FILE DRAWER(S)
0O MICROFILM REEL(S)

1/4 0 comPuTER TAPE(S)
NUMBER O oTHER(SPECIFY)

10. ANNUAL ACCUMULAT 1ON
O FILE DRAWER(S)
1/4 O MICROFILM REEL(S]
O COMPUTER TAPE(S)
O OTHER[{SPECIFY)

b1t. piig 15 usen 12. fFiLE BECOMES INACTIVE AFTER
: : 2 O MONTH(S X year(s
a: Xpalry O WEEKLY O MONTHLY RUNEEE {s) (s8]
ﬁ -
' 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM] 14. |S RECORD SERIES DUPL [CATED ELSEWHERE?
Room 228, Hitchins (Admissions) ti1r yES, sSPECIFY r0ENCY OR orncz)
0 yes XB no
15. ACCESS RESTRICTIONS O yeEs XN nNo . 16. AUDIT REQUIREMENTS

(17 yea, ci1Tx Law(s] & rEcuLATION(S)

O nooe EXSTATE O FEDERAL DO INDEPENDENT

X0 yEs O nNo
.On Vax computer.

17. IS AN INDEX SYSTEM USED? (1r YRS.KPLAIN
BRIKPFLY AND DESCRIRE ANY MHARDNARE/ SOFTWARE)

18. RECOMMENDED RETENTION

Retain for 2 years or until all audit
requirements have been fulfilled; then
destroy.
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20. TELEPHONE NUMEER “.:. DATE 5
Rhonda DiUbaldo, Off.Sup.II 301-689-4305 106092 ¢
v e =
DGS 550-4 (REVISED 2/87)
i Fig. 7
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L
INSTRUCTIQNS - - TYPE OR PRINT A

REVISED RECORD SERIES. FORWARD
¥WITH RECORDS RETENTION SCHEDULE
DGS 380-1)

DEFARTMENT OF GENERAL ZaRVIUIE |
SEPLRATE FORM FOR EACH NEW OR | “RECORDS MANAGEMENT 01V 5174 £

CEOY RECURDS  LRVEN{ORY

7278 WATERLGCQ [HSAL
P.O. BOX 278

12
JESSUP, MARYLAND 20794 Pace 11 or

., DEFARTMENT /AGENCY
UNIVERSITY OF MARYLAND SYSTEM

2. DIVISION 3. wNIT

FROSTBURG STATE UNIVERSITY| Admissions

" PEFINITION-RECORD SERIES-

A OROUP OF REKLATED RECORDS NORMALLY FILKD AND USED AS A UNIT FOR

4, RECORD SERIES TITLE

REFERENCK AS WELL AS RETENTION AND DISPOSITION PURPOSFS

+  Admissions Records for Cancelled Re-entry Students

5. EARLIEST YEAR/LATEST YEAR
1989:- 1o 1990

6. RECORD SERIJES DESCRIPTION |

BRIEFLY DKSCRIEK THE TYPES OF IHFOMTION/DOCMTQIMM FOUND

FHE

All student folders who were cancelled re-entry students who took courses at Frostburg State
University before and then returned to FSU to finish a degree.

SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THK SEFIES)

7. RECORD SERIES FORMAT(S)

X LETTER s1zE O MICROFILM

O LEGAL S1ZE O COMFUTER TAPE
‘3 BOUND BPOOK O FLOPPY DISK
O AUD1O TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 8. VOLUME

X FILE DRAWER(S)

O MICROFILM REEL(S)

O NUMERICAL ' 1/4 O COMPUTER TAPE(S)
NUMBE

O CHRONOLOGICAL . O OoTHER(SPECIFY)

X ALPHAEETICAL

a OGRAPH | CAL
cE ! 10. ANNUAL ACCLMULAT JON

O OTHER(SPECIFY) D FILE DRAWER(S])
1/4 O MICROFILM REEL(S)
RUNSPE O COMPUTER TAPE(S)
O ormveER(sSPECIFY)

1. piLE 1S USED

12. p{LE BECOMES INACTIVE AFTER

' 2 O MCNTH(S X year(s
ar Xpairy O WEEKLY O MONTHLY RUREYY (s) (s)
’* -
! 13, CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 15 RECORD SERIES DUPLICATED ELSEWHERE?
Room 228, Hitchins (Admissions) tir ves, srEciFry sraExcy or orrice)
0 yes X& no
15. ACCESS RESTRICTIONS O yes X no 16. AUDIT REQUIREMENTS

(1r yYEB, ci17TE LAw|{S) & nxouLATION(S)

O nonie BXSTATE O FEDERAL 0O INDEPENDENT

17. 18 AN INDEX SYSTEM USED?T {jr YRS,.E2PLAIN
BRIEFLY AKND DESCRIBRE ANY HAHD‘ARZI’Q"'AR‘)

XL yes O NoO

18.  RECOMMENDED RETENT ION ¢

Retain for 2 years or until all audit
requirements have been fulfilled; thzn

On Vax computer. destroy.
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Rhonda DiUbaldo, Off.Sup.II 301-689~4305 10/6/92

DGS 350-4 (REVISED 2/87)

Fia. 7




|

INSTRUCTIQNS - -TYPE OR PRINT A
SEPFRATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 350-1)

) RECORDS MANAGEMENT DIVISION

DEFARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

7278 WATERLOO RQAD
P.O. BOX 2738
JESSUP, MARYLAND 20794

Pace 12 orl2

DEFARTMENT | AGENCY
UNIVERSITY OF MARYLAND SYSTEIT[

2. Dlvision
FROSTBURG STATE UNIVERSITY

3. UNIT
. Admissions

- DEFINITION -RECORD ERIES'A GROUP OF RELATED RECORDS NORMALLY WILED

4. RECORD SERIES TITLE

«  Admissions Records for Cancelled Graduate Students

REKFERENCKE AS WELL AS RETENTION AND DISPOSITION PURPOAES

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR
~1987 . To 1988

IN FHE SERIES.

6. RECORD SERIES DESCRIPTIW (IRIIPLY DESCRIBK THE TYPES OF INFOMTION/DOCWTB/POM FOUND
INCLUDK TME PURPOSE OR FUNCTION OF THK IBPIBB)

All students taking ‘graduate courses who are cancelled or become inactive.

7. RECORD SERIES FORMAT(S)
X LETTER Si1zE O MICROFILM
O LEGAL S1ZE O COMFUTER TAPE

BOUND BOOK O FLOPPY DISK
AUDIO TAPE O VIDEO TAFE

0 OTHER{ SPECIFY)

8. RECORD SERIES SEQUENCE
X& ALPHABETICAL
0 NUMERICAL

0O cHrRONOLOG!CAL,

8. VYOLUME

XX FILE DRAWER(S)
O MICROFILM REEL(S)
Q COMPUTER TAPE(S)
O OTHER(SPECIFY)

1
NUMBER

O GEOGRAPHICAL

O OTHER(SPECIFY)

ANNUAL ACCUMULAT I ON
U FILE DRAWER(S)
1 0O MICROFILM REEL{S)
RUNEPE U COMPUTER TAPE(S)

O OTHER(SPECIFY)

b1 pite 1s used 12. FILE BECOMES INACTIVE AFTER
' X paiLy O WEEKLY O MONTHLY O MONTH(S) ¥ year(s)
! 13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROGM) 14. IS5 RECORD SERIES DUPL ICATED ELSEWHERE?
Room 228, Hitchins (Admissions) ti1r vyrs, sPEciFY raEncy or oOrrice)
O vyes X8 no
15, ACCESS RESTRICTIONS 0O yEs Xt No 18. AUDIT REQUIREMENTS

{ir yes, ci1vx LAw(s) & reouraTION(S)

O noe BXSTATE O FEDERAL O INDEPEMNDENT

17.

X0 yes O No
On Vax computer.

IS AN INDEX SYSTEM USED? (1r vES.mOPLAIN
BREIEFLY AKD DESCRIRE ANY HARDWARE/SOFTWARK )

destroy.

RECOMMENDED RETENT ION

Retain for 2 years or until all audit
requirements have been fulfllled then

‘IIETAQAME AND TITLE OF PREPARER
Rhonda DiUbaldo, Off.Sup.II

20. TELEPHONE NUMEER

301-689-4305

21. DATE

10/6/92

DGS 550-4 (REVISED 2/87)

i Fig. 7




